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0l PURPOSE

      A.  Provide guidance for Project Managers on how to ensure that actual costs reported in the Project Management System agrees with the actual costs reported in the Financial Management System. 
02 POLICY

      A.  All direct costs other than government labor costs that are posted in the Project Management System (PMS) should be compared to transactions posted in the Financial Management System (FMS). This policy applies to those projects that use PMS for monthly performance reporting within the Office of Information and Technology (OIT). This policy will be implemented during Fiscal Year 2008 for all projects that currently use or expect to use PMS.
03 PROCEDURE

       A.  Financial Management System (FMS): Each month the Program Management Office will provide a print out of cost transactions to each Project Manager. This print out will include: Vendor Name, Invoice Number, Invoice Date, Invoice Amount, Project ID, and General Ledger Date. The source of this data is the Accounts Payable Module within the Financial Management System.    


B.  Project Management System (PMS): Each month the Project Manager will compare the print out provided by the PMO to expense entries posted in the Project Management System. Transactions should be compared at the lowest detail level which is invoice number. This may require that all vendor invoices entered into PMS include invoice numbers and invoice dates. This is a pre-requisite for making this procedure operational.   

· Run a monthly expense extract from PMS and sort the information in a similar manner to the report provided by the PMO. 

· Highlight invoice items that are different such as differences in amounts or invoices posted in FMS, but not posted in PMS. 
· Process correcting entries to PMS in the current open performance period. You should not process retro-active adjustments unless you believe that the error represents a material distortion to past performance and the information could be mis-leading. 

· In the event that an entry has been posted incorrectly per the Financial Management System, then provide supporting documentation to the applicable Budget Analyst for corrections in FMS.

By signing below, the Project Manager agrees to implement this procedure. Please return the original to the Project Management Office once you have this procedure in place. 
                            ____________________________        
                                                                                    Approved
                                                                                    _____________________________

                                                                                    Print Name  

_____________________________

Project Name  

